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How to create mp3 voice recordings with this free, open source, audio tool. 
 
 
Downloading Audacity: 
Audacity is freely available from the Audacity Web site: http://audacity.sourceforge.net/ 
 
Versions are available for both Windows and Mac OS X. 
Steps: 

1. Click the link to download Audacity to your computer. 
2. Windows users double click the setup icon to run the installer program; Mac users 

will open up the .dmg image file and copy the audacity items to a new folder in 
their applications folder. 

 
You will also need to download and install a separate file for encoding mp3 files. The 
following is from the user documentation on the Audacity Web site: 
 

“Audacity cannot encode MP3 files by itself, because the MP3 encoding algorithm is 
patented and cannot legally be used in free programs. However, Audacity has been 
programmed to recognize other existing MP3 encoders that you can download separately. 
All you have to do is obtain the appropriate MP3 encoder for your computer and then 
show Audacity where it is located. 
 
If you use... You need to... 
Windows  Download LAME and look for the file 

called lame_enc.dll 
Linux/Unix  Download LAME and compile it as a 

shared object, then look for the file called 
libmp3lame.so 

Macintosh  Download LAMELib (see our website for 
more info). 

 
For links to these MP3 encoders, go to the Audacity web page 
(http://audacity.sourceforge.net/) and go to the page for your operating system. 
 
The first time you try to export an MP3 file, Audacity will ask you to locate your MP3 
encoder. Locate the file indicated above. From then on, Audacity will not need to ask you 
again and you will be able to export MP3 files easily.” 

 
I recommend placing the LAME encoder in the Audacity folder (in Windows it will be 
found in the programs folder on your C: drive; Mac users look in the applications folder). 
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Setting up Audacity 
 

Once you have installed Audacity you can run the program for the first time and set it up 

for recording. If you plan to use Audacity primarily as a tool for recording voices and 

exporting small mp3 files, you will want to change several options. 

To access the preferences dialog choose Preferences from the Edit menu (windows) or 

the application menu (Mac OS). 

 

Here are the settings you will want to change: (click the buttons across the top of the 

page to access the various panels) 

 Audio I/O : choose your preferred input (microphone) and output 

(speakers/headphones) sources. Under recording choose mono. Stereo is not 

necessary for most purposes and takes up twice as much file space. 

 Quality: Set the default sample rate to 22050 Hz or less to keep file size down. 

 File Formats: In the MP3 section, set the bit rate down to 64 or less. You can also 

use the Find Library button to locate the LAME encoder here. 
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Recording with Audacity 
 

Recording with Audacity is a fairly 

simple process. The interface resembles 

a traditional recorder. 

 

To make a simple recording follow these 

steps: 

1. Click the Record button to 

begin. 

2. Speak into the recorder. 

3. If you need to pause before you are finished, use the Pause button. (If you use the 

stop button then click record, you will add a new track that will play at the same 

time as track 1). Click the Pause button again to resume recording. 

4. Click the Stop button to stop recording.  

5. You can rewind using the purple Skip to Start button.  

6.  Click the Play button to listen to your recording. 

 

Editing with Audacity 
 

When you are through recording, you can edit your audio track. For example, you can cut 

out unwanted sounds such 

as coughs, misspoken 

words, etc. You can also 

use the cut and paste 

function to re-order parts 

of a clip. 

To perform editing 

functions, first select a 

portion of the audio clip, 

and then choose cut, copy 

or delete. 

To perform editing, 
first select the 
portion of the audio 
clip you wish to 
change. 
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How to copy and paste part of a clip: 
 

1. Record an audio clip following the instructions above. For example record the 

following words in this sequence, be sure to pause for a moment between each 

word: “ONE, TWO, FOUR, THREE, FIVE.” Click the STOP button when you 

are finished. 

2. To put the words in the correct order, listen to the clip and identify which of the 

words on the 

waveform is the word: 

“FOUR.” 

3. Select the word. 

4. Choose Cut from the 

Edit menu. 

5. Place the cursor after 

the word, “THREE.” 

6. Choose Paste from 

the Edit menu.  

 

 

 

 

 

 

 

 

Exporting an mp3 file 
 

Audacity allows you to export your file in a number of audio formats, the most practical of 

which may currently be MP3 files which can be played on a personal computer, by some 

CD players, and on portable devices. MP3 files are significantly smaller than other non-

compressed file types (e.g., the five-second sound file I created above exported as a WAV 

was 148KB, as an mp3 file it was only 28KB). The smaller file size of MP3 allows them to 

be easily shared via email or removable flash drives, or uploaded to a Web page. 
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Preparing your clip for exporting 
 

After you finish 

recording, you may want 

to “trim” extra space from 

your recording. One way 

to do this is to select the 

“good” part of the 

recording from start to 

end, then choose, “Trim” 

from the Edit menu. 

 

 

 

 

 

 

 

 How to export and mp3 file 
 

Now that your clip is ready, it is fairly easy to export your 

MP3 file. Be sure you have downloaded and installed the 

appropriate LAME encoder (see above). 

1. Choose Export As MP3 from the File Menu. 

2. Name your file and choose a location for it. NOTE: 

when you name your file, be sure to leave the mp3 

extension at the end of the file name. For 

example myfile.mp3 OR timvanslyke.mp3 

3. Click Save 

4. You can ignore the “Edit the ID3 tags” 

dialog.  

 

 

Trimmed audio clip 

Audio clip before 
trimming. 
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About Hardware: 

The hardware required for creating digital audio files is become more inexpensive while 

simultaneously providing excellent quality. Your computer must have a sound card or 

audio capabilities. Nearly all computers purchased in the last five years do, so this 

shouldn’t be an issue. You will also need a microphone and either speakers, or headphones 

to play back your recordings. 

 

I highly recommend USB headsets (integrated headphones and microphone) over analog 

units (analog uses traditional audio plugs.  
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